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a1.1h0fl:.tell.~t~ l.ll"dc•l/'0 F'rc-C"Xm or tnfQtTTolt~J.~ t,:OIA) 
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A"l.hOfll: fll Third P•f1Y R•quu&HS t g ,lhyfotl d«l.ott ,..,C)~t. t k. ff'lllttio.tbrnol ttqunl:l 1:. 
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Otder KeQu..r...-.ent&IOt a:S,110t'IJt6-leeton• 

Otnoral PubltC: If t:t'oc Mlb)CC1 of L"'o fdo i• LM NG an;S ycu 00 NOT t\l'o'9 a.t.t\OrVDl1on t:om N 

pcirs.Qn Ol tKOII:I. Ol''f ctnl!n <1•1..1 m•'f b& OD!IIInte.lt'I!Otm.t.IIOn _,,,,lab!« ~o~l'ld!21 thO p10VI~) ol the 
fte-Kiom c4 ti'IIOim~tOR Att!FOt.\1 T~ F;Q~ of II'I~.,):IO"Ad IFOIA) lnd l'!e Pnvky Atl 
P'Ovld• b.ai•I'IC• C.l ... etn tnt> ngM ol tr.e ~to o"XAII'I in!orm .. uon ltO'n ~:~enol'l"'" lt<;OI~. aM !he 
ngllt of l.,. IOtl"'"'t( F'edtlllll UY!IIlt\ eo..,pie'tee :o p10:bd his/her pnvlilq tl Vlt i~o~b,td ol the IJ~ o\ 

DECEA5f0. coc><s ol6or:'IO Cloc:vnc:ou ...,g svmoo rltnN!Ior'l a~tl/loc cl~~womay be 
re!c.1u~'•"'"•~l'l pro)t tllM ~~-UbjKfs dtlll\ rrootd csealh d nc1 '*<~""eo dtr. ~iec.t ot IKCt~ ""''' 
:o-n mote tt\&1'1 100 .,e .. ,. "90 

Hoo,,.,. do 1 submit 3 wntten tcquost fo( C09iM of records? 

"«.tw NUl ~Q~· ~ ..... ~«r& ~J,JOO':~QI'f!C'J'r· dlr"'TfNI''DA~"~ -~ 
f""O.t ••t~•"V<"tPfl ~I' :t".~~<" ..... ~l'U..,."C~~·- ~·:~J~:JI't I )l 

F~al ""'($USC S.S1•to)1 tw'q1.1.-~l t....-t air~ b ~,., ~ n'onntliOn be liAII'nCK'd tn 

llo'f(~n~ E•:.h '""'''' rf'Ull be I'Uind 1lgned (il'l ro~e) at'I:S d.aad {...,lhll\ lt'le lul,t.r• P.eaw 
!Geonllt tne OOCA,tnlonll Ct lllbl'na'tlon n~~ ~~ e.~:pb.ll'll.'lo p,.l('p::l'toe Of r01.11 frQI.ICII 

C«\Jin bu.c. lnlomuiJon nteded 1o kJcal.e dvil<an pcnonnel reto1d1 t nd 10 l n&wtf U't 
IICIUeJt. 11\du<Sf!l 
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Officio! Personnel Folders (OPF),Fcdcrol (non-ruchivol) HoldinJ;S and A«<SS 

~te ot birt"' , 

1/.'oclt:n requn~ (h .Jnd •ign•d In curslv••nd dtt~• 1':1-'Y toe 1N1~ o: r4.1Cd to 

N~~~l PottOMCI R~tO~ Ceo:er, A~k 
141, Bou~ Gou'<edtd 

Val>ne)'l:r.ll. G2295 

Fax 616-935·301>1\..l 

Pl'f••• nolt: NPRC tall 1\Ct et'l\811 ~l.lml!nls. due~ pm:Ky c~rr.s W. wll tNi or f~.( G(.()IC$ ol 
.wa~.1ble r~c.or:a u autnotiU<I r:,; ~he IC'QUC1olct Fotm<!r Federal C\'tllan errop'OyHs ..,.no navt a 
~!long inleiest in v.o-..,.ng !he~ o~~oTI r~u it'! petVJn rati'\H than rec.el-/.tlg doeument cop.es by n'4l m.:.v 
request J n appo~n~n! wtll•th~ Fcdcr;:rt A.c<orth (A.~,, Rf'tUtth R.ocm. orhu• •n ll'ldepe~1 
retea·~ to eJ.an>O,. tho records on tt.c•r ~It 

~ta: Goru:tiil!f th~~ Is no tharge leor b~!.i<; pe:sOI"nel :.nd mc<loe.al•n•~:•l)l'l p:;-.•t.;tO toformor 
fe>:-!f.al :Jv'.L.\1'1 ~ptoyen ;~.roe ;:r:..1hori:od tGpte>stnt.fii\'U I:Ot'l\ ~llc:J'V'"' reeotcl:l If yovr r~t 

.,.~.._,cs .ot wr .. ite f~. }OU wiJ b!' no\llt'd as $0Cil1 as ~rut det•rr.oination '' m•~ Soo AtOV\·~1 
Rt-:o"b lot tn.le~rm~ton ~ ~;hml holding• -."<i assoaa~d C0'{1>f fff, .1tthr,l!fOPi's -'te ~~~l lo 

tho NAAA f4."o 5r.t'oe<lu:e tnatatM~et me Ageorq 10 eo1e<:1 f..-s &-QT!lnO P\lbto: lor cc?es of ardvval 
ceeord>$ (.:.C usc 21 t5c ~no .:.c VSC 2~07) 

Othot Sour~s of Civilian Personnel tnrormation: 

U S Ol'f.co (,f ~~~ u.a.~~me.t~t 

Rclll't'm0>11 O~liUlont Ce!'lt.et 

Poo:.t om~o eo'( .;s 
Eb(e.ts, PA 16017 

• For .nfGo~mauon ~ rtlnstltemtnt to F~t•al employme-nt .... tJCe lo 

O!foe;o ot PQrsonnol A.~N!iCn'('flt 

Employmt:~~ot s~rv.:;.o 

1000 E S:•~t I<W 
'l/.n""'glon. OC ~15 

Na:.or.aJ M~.ul 01t!et~ Offite 0! S11.f~y and H('ll.l!, 
Employee Re!Olllons Dtpartmefll 
US PO) loll Se~IV'.c.e Ht.aCIQVolr!•l"l 
.:75 l'EI'II&t~l PU.r• SW 

~'laV'·l'\9~1\ oc 20206-<126\ 

hltp://\\'''w.nrchivcs.gov/st·louislci\'ilian·pcrsonncl/index.html 
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Official Per>onnel Folder.; (OPF),Fcdernl (non-nrchi,·al) Holdings and Access 

:.:.t•.~•·.~ IJC::C.IIo r.-.,....1,..,., r,~"tltlv•<J!UI.: ·•>•loJI._- •J:...):• 

To~ V ~ , .. ,.-,! 1.1\ t.-..n o~ I (><'1><~1 •;~mt"o~n\..,_ 

j ~· ..... ··.;•Cil ~· 11:~;:: ... 

htto://\'li"\\i'w.archivcs.co\•/st-louisfci,·ililln-oersonnellindex.hlml 
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J;'NI ••• • •• • 
JCIOX1 

Addre11ll 
Addreeel a 
Clty1 

Dt.a te 1 
cou~t.ryr Un1tcd Stite~ 
Poe t Code~ 
Plu•4 • 

Environmental Protection Agency 
All Applicant Data Report 

AnnO\ll'l.Co..=ent N~er: SSC·LV·2015 ·0018 
PaDitioa Title: Secretary COAl 

Sta ging Area !:ucl)er: 5A·EPA·0001 

Te lepbGae 11 ~4bile • 

Telephoc• ~. tvcnir~ ; hone 
baJla 

Uaited Stat.•• Ci~lzeo; 

Veteran• • Prefer~•~ 

Military ~ervlce Dat11 ISt•rt. of tervlce • End of Service ) 1 

t.ocat.ionh) App1hd lOI t..a:~ Vcg.u, :Nct:::J 

Doc • Docuaent typo Deacdption 

t ~F·50 ,.,.onk Jt•yu sr ,. 
Y•s•ocy Qutttlq o a an4 atapoattl 
~~at IOCtticr.c d~ you ~11h !0 apply lO) 

w• v.gu, ::vu;s) 
~hat Cr•dea ~o ~u vfsh t o •~ply tol 

•• 
QUdfl 20 

$ uhnh 11 on Typo 

IJSAJOBS 

1. CS· Oic To ~eet the Cu~:1C ic~tiont Roquiretteat~ !or Scerot~ry, CO•OI , ••ltct t he opt ion 
thlt b•at d~•e:!bts your ~ducattcn tnd/cr o~ericnce backgro~nd1 

AI:IIWtl'll 

1 . 1 h~va 1 YEAR Of S~ECIALl:UO UFUII:lCE equ:vale:o:o:. tO the CS ·O' \a•Jcl ~nor :'Chttd. to 
tl'l4' vcrk of nus ?OSl:-to~t that. providd th.: spe"~:it'ic lcr.O"Wlecgu. tlel1la and abL!1eie2; to 
perCore aue.een!u: ly tM ~u:.iu oC nuS i().$l!"IOU. 

All Qudu 

1. I navG the tellow1ng ~kpo~ten;e coordi~ating • ~•nager•a or executive•o c•len~r b~scd 
upon knowledge o! program prtori:Sea. 

An•"'•~'•• 
1. OCitor-mJ. ning 11pp;~i:-.t~on.t. ;:>r 1o.:-1t loa 
1. ~pproving, r•eehedu ltng, or .:-e :us ing appol~~me~ts, and 11CCopt1~ or do~li~ing 
invltatlcf!.a 
), ~~in~ •~rangcccnt~ tor Qther represcntotlon 
• · Coo~ Lnatir~ ovcnt• tnvolvlng p~rt~eipa:.:on ot •en\or executlYea and othc~ ~:. akc~older• 

~. Select the ~cspon1ea t~•t 4eAcrtb• yOQr e~er1e~ce Vlth coo:dl~t!r~ secti~g~. 
AD•wer • • 



F.nv ironmenta l Pro tec tion Agoncy 
All Appl ican t Data Repo r t 

Announecmoo t ~~er : SSC- LV- l01 S·0019 
Po s itio n Ti t lo : Socr ot&ry (OA) 

Staging Area. n umbe r : SA- EPA- 0001 

1 . I hAve a~ra~gcd for ~o~te:encea And ~~~inge, inclu~ing ~~in9 re1crva: 1o~a tot 
con!•r•~co/he•ring room~ . not ! fying ~11 p•rtie1p•nt•. 
2. l h&\'e a~::cmbl4d bw.ck9rou::d matcr!.r~l (s) !or :ho o••cing. 
), I bave tn!o::r.ed Gt 4ff .:.r.d tollcve<J up on a..ny r~ired rcpor:ro or o..1tori~h from 
divicionl'.l ~nd/or other o!tieea aa ~ rcsul: ot CO"~itm•n~• ~de at ~et 1ngs. 

), Selec:~ the r ell.po:u:.eca tl".&t reElect your ex~rie:'lc:c vork!ng wah non tech.~ic:&l bu•tne111 
~orr•ipcndcnco . 

An.a-v• r ar 
l. l hdve '<o'!'!ttcn bu~inou corre!lpond~ncec, "''hil• eppl)o·ing ~orroapondenc:e pol1.c1es a~d 
procedures !or proper vri;tcn Cor=ilt 
2. l lla'-'e edtted bustne~;~; cor-r•~pon4tn~o. vh!lo applying cone!l.penc!cnce policieo a:-;d 
proc•duroa tor proper ~ritten !or~t 
3 . ~ ~.li'IO r • vi•v•cl b'ue:.ness corresponder:ce identifyi ng i.n&d•Q\Iac.:.•• 1n tc:mit. g:a111111ar, er 
conat~u<lion in acco:~nco ~~t~ acc:epced etandarda 

4. Se l ect the r-e•pcn•cs tha t ret:ec:t y~ur experience ~ith :orrcspo~d~~ce. 
M•~o~•t'•l 

t. : ~~vc ce~trollod ~11 cortetpo~del':ce 

2. I t.ave determined .lppropl"~o:t.:o routtl'l9 tneluding "''h4t. :-.ccdp •u~rli•or•o pouon•l 
attontio:-. 
l. I have folle'lolod '.IP t o eMure t!r..ely action 

4. I have rcvie~o~ed ~ll out9oin; correspondence (cr no~~~es&. accuracy. ad~ere~ee to !orn~t 
and •u~rv1tor •s pe: aor:al ~:ylo 
~. t have dra!tcd non• tochni c~ l eorrespon~ence 1n~luding, bu~ not lt~iced eueh t~ing• •• 
p•uon~l ilCkr:o•.,.led9eoento. a~cept.!lncc lcttort 
'· I hAve p:cduccd rc l .. tfd r•porte end !ile~ 

5. Select. t he rcsponsu that re! Iect i'Ot.t:· cxpcrio:;co c.&idn9 trave l arnn;eoents. 
o\O.•wera1 
l. l h~vo intt~reted a nd appl~ed tr.wol reg-ulAt ions ,_ I have prcpotred tr<l·.rol auth-::~d :a: !.Otl!l !O( It&!! 

'· l have ma~e !'.ItA!! trAve l rellicn·A;;ons in •n &'.;tomat~tl ayete!:l 

' . h&\'0 prcr01r~c! trAve l voucher!:~: 
5. I h:tve pre?a rod roviovcd :r~..,ol '-'Cue hera !or .t.cc.:rAcy 

'· From t he li~t ~elo~. celect the cQ ~tv~ r• applicAtic~• you •ro pro!iciooc ~~th in 

~cceo.,thhin9 d•)'·tO·day oH1c~ !u~etion.s (proOcicr.t mea:'l= you underctand .and -.:-:.ilil:c a 
~ior part o! :ho 4Cft~•r••s !~net tonalit y an~ capab!li-:.!eoJ. 

ADaw•r•' 
~ . Mieroaoft word 
l. Xlero5o!t Excel 
4 . Hicro~oft ?Qvor~int 

6, E·~&tl IN1c:oao!t Outlook, Lotua ::ecce, etc.) 
1. Micros~!t Shar•Point 
!. Word Pro~ecsing $o!tv .. : o oth•r th•n Microtoft word 
11 . Travel Manager (or oth~r' autO:nAte-d tu·:el cync:n) 

1. Which. rc~ponso bciJt duer1bes your e.xper!ctlce :eceb!ng telcphcne c:tllo, grectir.9 
visitor• And pro·,1ding <l!IO~GtM'IC:O to vhitora !or ca.no191H•. 



M av•r o l 

Env ironmen t a l Protectio~ Ag ency 
All Applicant Data Re port 

Announcement Nuobo•: SSC• LV•201 5·0018 
Po aitioo ~i tlo; Sec r e t ary COAl 

Sta ging Ar•a l:u.oher: SA- EPA- 0001 

S. Th~• to•k has been 3 ccntr•l or eajor p•rt or oy vork. : hav• porto~d 1c ~oelC 

r~~t1no1y. and I nave t rain~ othort -n pc:!o~n:e o! thio ~••k or.d lo:l othe: : h•ve 
co~oult~d ~ o• an oxpert ro~ 3D&i~tan:e in ~er!o~ing thit tat~. 

I, Soloc:. tt.o rcopor.au th:.t but ducribe your e xpcd onco urvln!J .u t~al poi n t !or 
eC.rninilt r Ati•Je nct h•it i e s lo'Hhl:"' !ln cr:g.ar.i::at1on . 
AftOVO C' O l 

1 . l om tho i:at::.a l polnt of c:o:.ac:. t or a®~~ht:<lt!•:c oervic:ea in lilY c rgoni ::atic:n 
J , I ptO'Ilde ';~lC!•nce On ad..n!ni oeutlYe pottel es 13!':d pro;edurtl 
) • ono ... re •C:!bi:st:-.a~;.lve 9U1t.f'l U!.OI ore !ollovcd 
• · rc.-uunely p~rfo:-o ~alley aaauunce at:4!; o to cruure oy org•nl:•c.tcm t~ follc-v ir:.s 
proper ab~nhtr&tl\'e pol!cie• J~nd proce-dure st-c:~rda. 

t . So!cc-t tne ae!.~! nic':.rath·• dl.ltU5 yrN h.!llvo porfott~d . 

A1nver• 1 
), ~a1ntA1ning R•:ords mtnage~ent oyate~ 

4 . Upda~:.ng Tr•eking Syot cma 
s. Carving ~• • t imekeepe~ 

'· Roq~osti~~ bu!lding ••~1~CI 
1. H.111tt •Mpping , r eed•dl\g, and dlltrtl:ut~on 

1 . HAr.•glr.g ~~ ctccc :ontc eale~d~r 

10 . Do you ~osses5 3 t~71 r~ o~t!l or at 1e••t 40 words ~~r aJnutel 
Aft • ., . .. . , 

:. . Yel 

11. Vor eac:~ po~i tien l iltC~ on your re•uoe, did y~J inelud~ Lh• pos!ti~n title. co=pany, 
a.thry, vcd:ly hou-r• vor ked, and your ACt'-~1 begtnni .. g .and ending dates o r n·.p l O'flllent? 
AAaver•t 
t. Yu 

12, Plcaac !ook &t t he qu.t l lt~c~tion reqc1re1ent~ !both oxperien~• a~d/or educat ion) t hAt 
•r• a:uect ~=-- ~ht' vacotncy annou.nc ... e:l.~. Doco yo>.:. r re s~..:~e c:earLy coM.•1~ t h h 1:-.Cc:~rn• Uon 

tn ordor :o cete:oin~ ~~~ aro qualit~ed tcr t~e ~si:lon7 
.\.Qaw•r• a 

1~. M•vo you revtev~ t~e vaeancy •n~o~ncewent • How t o ~p:y• •r.d r•~~ire~ d~~nts 

acc:t!on :~ dete~ino Vha~ &vppJe~•nt~l ~3teri4l th4t y~ ~•t pr~1ide? 
A:D•verl l 
1. Yea 

14. Whoro dld you :eorn •bc~t thJ• EPA Po~~ t io~7 

M • v•r• , 

uau u 



£Ntlt 

£nvironmontal Protection Agency 
All Applicant Data Report 

Announecccnt Nu=bor : SSC-LV-2015-0018 
Poaition Titlo: Secr etary {OA) 

Staging Area Numbor: SA·!PA-0001 

Cou~trt of Cit!:•nohip: ~n1ted States 

AvailaDll ity t Job ~pc: Pe~~ncnt 
Tc: ovork 
wo~k S~h~dulo ; ru:l ·Tlm~ 

P~rt-~1me 

Job SbadnlJ 

Desired loe .n :.onc ~ US 4 NV • La• '.'esa• 

Work £x?erieneo : 
~l/20li • Presc~t 

Heu:-o per Y•Uk: 
Las Vegu, :rv H i ll L"S 

. .. . .. 
C<pa:-tmont or Sta:e 
01/2010 . 12/20:) 

Galary: $S5,0CO.OO U$0 Per Yca:­

S~itt lOlOO 

Hour• por wee~: ~5 

Seerc:t4ry (CA) 

• - • .... ' 4 

- P6rtLe!patc in a~d 4~oict vi~h ~he de~ign ~nd impl c:mc~~atio~ c! acsig~ed ~nagcment 
j n ith.tbqa to lf'li)CO'.'O ~nd tneure the admiohtrnh•• ar~d ope ution.1l •!!i~l•ncy. in .J.rc.3.G 

ouch ~~: a~nu~l o~d ot r~tegie p l onnlnq. sener.1.l ~e rvicea and aequicition planning. 
•dtninut.r.1:1w~ budgetin<,l. intorm•t ton :..eeh.r.ology a.t.d co:r.oun1ea tion•. •nd tr.avol .1nj 
t. :'>ln.S;>ort.l.:. !o:t, 
- Interp:-e ts Oepart.,.~ntal ant!/cr:: 1Jn1ted States Gover l"..-:.e:tt pol icies A!!ec:t1nQ areas ot 
:-e=ponoibility ~nd .l.~4Q&~QG their inp•ct ~n dc~rtment•s •~alnis;rative QpCr3tionn, 
recomeend actiont to achieve o~gon!;3;ional ~bjeet.ivee, and i3ple~~t reeomoen~ations ~or 

opention.:~~ imp:ovomtnt, 

•MA1ntai~ cal ent!ar a~d ~chedules fo~ both ~he Ceputy Prineip3l Coordinator and Chief ot 
Sta!!. 

·Coord!.nat• and ar:-ano;~ tt'A\'d arrangementt: !or Deputy Prindpal Coordinator •11'\d Chie! or 



Sto!t . 

Environmenta l Protection Agency 
All Applicant Data Report 

Annouocaceo t Numberr SSC-LV-2015-0018 
Pooition Titlo : Secretary (OA) 

Stngiog Area liumbor: SA · ZPA·OOOl 

· Standu·di:e and :14 ir.t~in Governr.ent and Contn~t cu:ploy•o tr.:tvcl !ilc~ . 

•Train pereonnel res~rdtng g~id~lin~e a~~ ~y~tem5: !on7~late te~ 1~i~9 o~cer~al~ a~ 

UQ\Ji red . 
·Te~ in ~nd a~~i~; p•rsonn~l in Kieroso! ~ 0!!1ee, Outlook, and Share point. 
•Co~cacc ror job post!ng, ~ct~p int•cvi•vs , ~o:e re;oction and acc*ptanee ecail/l ett era 
and complet ed employee o r ientation. 
• Crc.ltO ~nd ll'_.1ncaut. all hu:us:.. reco•.;n:e clc~:trQn ic o1n6 fi!.• !oldor•. 
·Un~e rtook a $2SO , QOO in!orqt~on tec:h:-:ology IITJ equipc:u:.nt rc!.re:~h a::d prO'lided c:r!.t1ed 

.:tG9i&ta~ce in e~su:ing itG timoly •nd success!ul !upleeentat ~on . 

•$trco1olincd proceu and de·.·elope<l cc;•,cr mug• !on .1 to:- diatri'cutlcn ot chi! or::: ice• s 
QQ~thly phono bill. 

Ch r l< Connruet ic:n · Ado,•aonusc Su!eins- Ag-e~cy !Fu!.l · tlme ~osit!.ort "fl:h Oep.a.:-tee:-:~ o! 
Sto11tel 
Ol/2'0 10 08/lGlO 

• '''!' .. 

Bcth~&da , MD 4 Vc • U$ 
~ouro ?Cr veok: 40 

A hk M"nagetr~l".: 

.. 

•M&)Or eo~u~1cat1o~ viA phone and cna~l vt~h tnte~nol and ek:e:~al per•ons . 
· Analy:c ~nd verify CD<:u~entc cubrnitte~ ~••: c:cntract~al rcqu1r~~n:e . 

•Assiet ou:oide CQ:?o1niea o11~ on•stte p:-ojcct te~~ with under~t~ndlng on~ inte~retation 
ot contract requ1rcmentn. 
-:~~ly:e. ~nago and audit out~i~e cono~lt~nt a . 

· Use due dllige::ce t~cttulr.oss a~d d1•cre:1on to keep open cormunl~ocion be:vccn vendora, 
c:ontractors, ~nd 1ntern31 depaortmento . 
·Directly report !ir.d~ng• t o Rlsk Y~nage~nt Dire~tor. Tr~;k ~~d i~~~t !i~dinga into 

!lnartc1Al dAtAb~sc co 1ubst~ntiate a~ ver1!y contractor requisitions. le?le~~ted and 

e ait>.tiH!".ed '-'Otk t:ow 3r.d overn" ch,y to d ay ad:'llinh:rat1ve tune:iol'\!1, 

Chrk Cou.nc.y • Mc-C~rr;an :nternat1on.al .Urpott 
11/2007 • tl/ 20!9 

Pl4ns Cx.miner !I 
-~evtev a~d ex3o ine dr~vingG/opec:l!ic:•t ion• provldln9 rcco~n~tion• tor n•c-•••• rt 
changec ~~rir.g d~Glg~. bid Artd eon~truetlon p~~oe~. 
· ?tovide Con~truction ~~g• r •nd nu:ldlng ln~pec:ore ~1t~ tn!ormAtton re9 ard1n9 1s~ues 

thAt OAf o11rl•c in t~e !leld due to con!lict~ or • ~:ore 1n the I • •uod for Conatruetion 
cle>:Ument~. 



Environoontal Protection Agency 
All Applicant Data Report 

Announce.:nent Hueber t SSC-LV-2015-0018 
Poaition Titlo: Soerotary (OA) 

Seagiog Aroa Nu.cller: SA - EPA-0001 

·Pc ~form non•st~ct~ral ln:Fec~to~ . 

-~or'- clocely vith h!rport c.~•ger~nt ~d Con~tructton ~anager regarding eo~~ raccual 

issue a. 
•koview submlttal pae~agec a~d ae~e~t~ for ln(or~at1C~ fRr: •sl fc ~ con~ r~ctu~l CQm?li~ncc 

beCore !orv~rd ing to A/~. 
·Conroributo :o the eC!iclency "'nd ct!c:ctivc::a:u oc ttl~ t.~a.e. 

·JoOori< closely ...,ith Ai:-po:-t Architt~ct .a.nj EnljJ !.!".e~t' on rccolving hs•.:.oto. 
·Li:dcon bOt\;~en Co1'tattuc:tio:r. !'1~nagor .:.nd ,rqrport Pro)ect C'oord.io.uor rcgoltding 
contrae~uAl to~ics. 

•P&y I!S:.iu :.e ond quol:-.uty olo<lju&t~ent p:-oeeuing wi th field C[\U.nti:y verification ot 
completed ~ork !or tn ·h~uoc projcc:s. 
·~int., i n in·hous~ on-call eurvey ver if1c:at1on and ~~tertal tes:1~; contr~ctn. 

Bt~htel, MCCAt'!'A~ 

0~/200( • ll/2001 

Salary1 

lnte rnolt!o~l Airport 

L.,_~ '-'<1'9"''· :rv 1 9111 us 
Hours per veek: 4$ 

ouant!ty su('\•eyo-r (C:on;.tn:~tion coordinator lt) 

·~lei t<IOk lO parttel~.'lte .in 9 pr!.r.,e co:-.:raet.s - to~al ..,.,_luc . S)OO·m!.l. 7ne ger.era l a cope 
or work included ~he conntru~tlon or, ad~ition to, modit!c~tion ~nd(or r•plactm•nt or: 
c:onvoy.lnc:o ~YHO:..&, teeudty oc:roe::~ng, o-.•o r J.S lllll tq !tot bvi:din9s, H'.'AC ir. 

co~couree•. eoolir.g t.ototc;- inch.:dins penthou.tu. ehtllcu .un:l boilcn, c•r cont~l tuci!ity 
3nd l. 14S mil eq tt p.lrk in9 g"'r~go, ~•hlctrJice bays. 
· Process poly c~tim.Jtes ar.d dail y ~ocu~tcr.~• !o~ ll•roorvico c<:~:-.tr.lct& . 

· Pay eetimote and qv.lnt ity •dj~&tment proe~aeing inc:l~din9 tield quanti ty v•riflc:,.tion oC 
c:01:1plctc-' ~otorr.. 

-coord!!'t.Ate 4r.d co.":..'::'..l.n~c .. te ... 1th. both t.n:ernal emplo~·eec o\nd exter:::al co~;un~e~:, 

·Upd~t• con~ract. drawings/~pccit!~~t!on5 por R~q~cats tor tntormat1on and or~wt~g changee. 
·A~i~i~tr~tivo contract startup ~nd c:lo~cout. 
•Ooc\JI:l•ntolot::on and. •vu:\.lat ion involveoent i n ch4nge o:-dcr p:-oc:e2:o. 
·Sehc~ule. o! v.:.lucc , Cen• ral Co~i~iona and drawing r~vlewe duri~g pre- bid &nd pott awa:-d 
p~uu . 

•Pr~•5s ~nd (orward eubmittal~. R~e~tc !or In!o~~ticn olond lc~tors. 
•Work within ;ho group to per!o~ any additiO~A l t:a~ks to e~ure t~e vor~ w~s c01pletcd ! n 
t he req~lreo :l=c !ranc, 

~c. lne. :.tobc ending, ho.wy civil d1vision <:loaedl 
10/iOOl • 01/200) 

OC!iee 1~ elosed 

" . 
t..as Vegas. HV 89: ll US 
Houro per ~cek: 4>0-

Projcc: Coordinator 
· De'lcl op, oal~tain, ~m! follov•up of cc11t prop<:~sf.h. Req;ue•t !o:- Cot'lttAet. Chal'lgea , 



Enviro~ontal Protection Agoncy 
All App licant Data Repo r t 

Announc-=ont N~er : SSC- ~V-2015·0018 
Po•itlon Tit l e: secretary (OA) 

Staving Area N~er: SA- EPA -0001 

Co~tract Change a~e~~' · Ch•~~• Or der•. A!A do~~-·~~•· payrol l. oubn1:t~l ,, ~~d R~e•t• 

: or In!~~t!on. 

-Job COit l r.g , c~nt rlCt do~entl an~ ccn•~~ct ion drawing upd~toa. 

-cont ract •~•r:up ~o i nc l ude pornl!a, tnturanee, project el ec~ rontc Ctle , • nd o ffJce !ilo 
••tup . 
-cont r.:tet clo1eou t. reepo~a!b;.! 1t ~o • to eol lect1on, \'Ori ty cont uctual c~..pl i•nce • nd 
!orw1rd to own• r requi red docu~antat ton ir.clud1~g l ~en rele~~ao. opo r~t tcna aa~uall, and 
f~ n•l aubn1t tals . 
•KA 1nta1n •~bcont rac~ot !llea to \ nc l ude aet~p ~nd elo•o out . 
•Procelt and !c~~:d •~bcon: ract euboltta l ' l , Re~ueeta ! o r tnto~~lO~ • nd corres~ond~nce. 
·~rae~ qu•nt1t t eJ. labor hou=• · •n' ~u1p:~nt ~c~=• 1upplt~d by d4lly ~eport • . 

•Procets co~t~~~;or •~ lubco~tractor p~y elt ~~tea ar.d cQn~ract change ~. 

·l~•po:u~ble ! or- ,.-,rt.l a::.d vr1 t~en CO.r:tl.!'lleau cn to ·.-arytr;g hlonrdd.cal l eveh of 
·~lcy .. o. 

Illand• C\::stC!'/1 il•H"beqo.;e (ChoT.o r C'OnCHct C&'.Jll;:",g bu!Jineu ta llu rot 
0,/2000 • 10/~001 

Ot fiC'o 11 clo~cd 
Sa l.ary r 
LoU VegAJ, ::v U lll CS 

Hcuc• p•r \leek : <4.0 

.. . 

Ot !tco ~•na~er/$?¢~ ! ~ 1 Pro)ec t• Coordinator 
-Roapor~tblc tor proje:ta or tituattona . Vh!ch requi re •n eye !cr d e t a tl ~~4 ~ccvr•cy. 
-~naga pcr1onn~l v~~ : r~~~.d all CU#tc-cr ordor 5 - !roo order. to ~~r~t.c:uring. ; o 
4ol1very . 
•ProvJde a ll a~pect o t cu•: ooor torvtca, ~dve~t~s1ng . .a.nd e.at alo; prop.ratlon. 
·P.CI?Qnlible t or d:sy·: o•d•)' probhs colvi ng. S'O- to petsen ror the ovne:a a r.d out s ide 
c lJ.cnta, 

-crgtn ~ tat ton o ! ;~~ d ittereNt 'o~ pcl itto~• ~htle re~orting to tour owner&. 

~'0: 1 ~~ble oa'or ; n Marketing •~d tr. Kan.ago~•~: 
HJno:t Acccuc~~n; 

Spoke~ ; A¢v~nced 

Wr!.t t cnr Ac·va~ced 

R••d• Advo11nced 



Announcement Number: SSC-tv-2015-0018 

Document Name: SF·SO 

Name: MONK 

AIOX: 2484694 

Telephone 1: · · 

Telephone 2: 

Email: · 

LEIGH 
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Environmental Protoetioo Agnncy 
All Applicant Oeta Report 

Announc•m•nt h~er: SSC·LV·2015 ·0018 
Po•lt ion Title : Secretary (OA) 

Staging Area Nu=bor: SA·EPA·O OOl 

~ ... , CU:'DA t. :UL:A.tlL~n' 

''K' ••• · •• l) 
H.tDX I ' 

Addr•••l• 
Addreu lt 
Clt.)'l 

Jltltl l 

country• u 
POtt Codt l 

P1Yt4 I 
Ttltpboce l; tve!)1t'..g ~h:z~e · ,.~!'·•~• •0111 
Tel•pboc• ,, D~y ihone • 70l•4S4· 017) 

ball 1 Ctnd•AD2l!:V~-sl.l.c.O;f!l 

UcJttd Ctat•• Citi:ta; 
Vetlr&nt • Pre!&:r..::~ee ~ , 

Mll1tt~ ~ervic& Dattl !Start of ~•rvic• · lod o! $orYico)t 
t.oca t1ott.(l) Applhd tOI WI \'e-gaa, IN(I.:S) 

... I DOC\altat ..,.,.. Dt•cr-1ptlo:~. 

l sr-so Rolign.&t lO!'\ 

Y•ca;sy Qvt•t ton• eed P•cepg •• • 
Wh•t 1ocat1e~s do yc~ vish to apply to? 
WI V~9.u. ::.t IUS) 

Vhat Crldea d~ z~a wioh to 1pply !Ol 
01 

Qudt! 01 

sr so 
Gu.bllll.ll.too 

t:PLOAD 

Typo 

l , ~·Cit 10 mee t the ou~litic•tion• ft~qu~rer~nt$ !or scc:otary, G$•08 , ee Leec t he op~ton 
th~t beat deaerlbe 5 your educ ~tion •nd/or ex~rien~e b~~kgro~nd 1 

Aoavettl 

1. I h_,ve l YtA$1. Of SPiCIA.LU.tD C.XPtiUE::":ce. ¢q"..l~"·• l.o:t.t. (0 ;.he CS•Ol level !n or rehted to 

tt-.41 'IIOrk ot THlS POSETlO!l -:h.1t provi~d ~he ~ped!t~ ltnc;vlcd9u. tkill.s and abil:l.ti-ea to 

:;:lertora •ucceut\olll}" th~ d.ut.1u of T'U$ PO.Sl7ION. 

au Qud11 

1. I k•ve the !oll9wing eKp4r ~cncc coQrdln•;t~g ~ m.)n.l;cr•o or oxe~ttvo•a c~lo~dar ~~e~ 

upon knowledge ot progra~ pr-1or1tit• . 
Muv•r•, 

t. Ootcrsi~lng ap~oi ntmcnt priorltl•• 
2. Appro'llr~9. reteh~d'.ll!ng. or ro!ut[ng .lppointMnt•. &!'ld acccpt.in9 or- declining 
tnvttauon.e 
l . ~~:ng .lrr~nseoente (Or o!hcr rcpreaent•~ ~cn 
• . coord tnating event!O itwotv~:"l~ p41rt1c:ipHsc:\ ot senior cxeeuuv•• Jlnd other aa.kehotdeta 

:. Saltet th.e respe=c: thoa: dcaertb• your ea~ r-lC.:u:: v l:h coo:-d~n.at:"'-9 eco: in.;$. 
A.Daver-a , 



Bnvironcental Protection Agency 
All ApplicAnt Da ta Report 

Announcement Nuoher : SSC•LV•2015•0018 
Position 7itlo: Secretary (OA) 

Stog ing Aroa Nuobort SA·SPA·OOOl 

l. I h.:.._.c .)l'rang~d tor- eon.tcrcnccA .:~nd mea: ings, lneludt:-,g m~k!n-g re:~;er.,..:~t icnli rc: 
c:o:-.£c:en~c/hc.,ring roO«s, no~ Uyir.g .211 pu·t. idp.:~nt e. 

2. 1 holv~ ,ulseot>lc-d bllc:kgr<r..:n;:J Ntor i,)l(sl tor- th~ ~e~ing . 

). 1 }-. .:~·:o infor74C s td! and !o ll.o,..ed ui' en any aquirtd re;>o:te or mat~dala Crom 
divl•1ons and/or o~her o f (ic:eo 4a ~ re&~lt ot eo~tr~otli o~dc at meett ng=. 

l. Select t ho rcroj)Qn• ow that rdlec:t }>Our e xpe rience "-' i:rio:~r.g vith nor. t•c:hnic•l busi:-.et• 
corr•sp:~ndenc:e. 

:.. : hone o,rrftten bv1ir:oss corr~5pot.denc:e, vhile a.j:~ply!ng corrcuopcn:lonco pclichs and 
~roceCunta for p:-cper vdt.t.cn fonr.at 
2. l ~~vo edited busin~as correapon~en:e. vhilc applying correapor.denc:~ po!1c:i~s And 
prGee~u.rel!l !or p: c:por vritt o n torw-.~t 

). I h-vo r~v:e~~d bust ~e~: co~re~pondenc:e idt:nt~Cying 1n•~equacic~ in Co~~. qrar~ r. o r 
c:onst.~c:t i c:n l n accorda~e~ wit~ ac:ccptc:d ~t-ndard~ 

4. S*lect the re~ponce~ th~t ro!lcct your ex~rience vi~h ccrrc!ipcndcnce. 
A.navore r 

1. : ha.,.c controlled .all eorte5pondence 

2. I have d~termtncd ~ppro?ri•to rou~1ng includ1n9 ~~at need~ ~upe:vi~or • e perQor..al 
Attc;;t!o:-. 

J . I have Collowc:d Yp to ensore tice!y act ion 

4. I have rcv~c .... cd a ll outgoi09 correspo;;de~ee for r.catno~o . -c~~racy. •dheren:e to tormat 
.:~nd 4upo r dsor •s pereoru~l ctyl c 

s. l h4VO drAtted ~On · tee~nical co rr• •pond•nce lncl~Otr.g , but not l1rnlt.cd such things aa 
peraooal •ck~owlc~gc~nt•• •cc:eptanec letter' 
6. • I h.wo prodiJCt:d related repor~c one!: !il~• 

5. Select t~e respon~o~ that r•tlec:t your ex~rience maki~ travel Ar:angcmcnt.s . 
A.:a~ot•ra; 

l. l have interprett!d •nd ap;>l1ed travel rt-gtJhtior.; 
2. l have prepu·e~ tr•·.•ol .l\lthorizations !or sta!! 
). l hi.VO l:lo)d~ !lt.a !! travc~ rccervat.ions !•. 4:'\ oto'JtOI!'.,ltod •y.s:~~ 

". ! have pre;>oJrtd t.ravol '.'Ouehers 
S. I h.:wc pro~.:~ :-ed revie...,.•d travel vouel'.ou ~or aceu: oc:y 

s . f rom tho li• t below. a~leet :he to!tva!c a~l ic:A~ lon~ yo~ ~rc prcfic:i e~: v ith in 
a~eo:pliG~ing day · to · dAy of!ieo functio~• (protic:~ent ~~•n• you underat•nd and utilize • 
oa)or part o! t.he oo!~vare·~ !·.mc:t.ion4l1:.y .1nd C.lp..lbi lith:!'). 
Ansv• ra: 
2. Microcof t Wor d 

). Y.ic:ro;oft Excel 
4. Kieroco!t ~vcrPoi nt 
~. Hicrosoft Accesa 
5. E-:.ail H1icr os-o!t O...~ looit . Lotu~t fl·:.tc•. o tc: . t 
A. Word Pr~os~in9 So!tvare othec than Xie roco!t WO:"d 
'· Corr••pondonce Tr6cking sy~tcm~ 
11. Travol l'"..ln~gor lor other ~outco.~o<! t.ra·:el ey.steml 

7. Which r e•ponse ben ducribec you:- O)(pe r lcncc rcectving tolcp~or.o c.allc , greot l r;g 



Env iron=ontal Protoctioo Agency 
All Appl icant Data Roport 

Announeament N~or : SSC· LV·201S- 0016 
Posi tion Tit l e : Secre tary COAl 

St agi ng Area ~or: SA·EPA· OOOl 

via!.tor c .,_.,d pro·dd1n9 auhtAnee to vicitou for r..6nagor•. 
M•v•r• ~ 

$. Thi3 t~e~ hae been o centr~l or ~;or p~:; of my ~o:k. 1 have pet!o:m~d it ~yeelt 
routi ~ely. and t h.:l'I C tr.a.in~d otl".era in per! orll\llnce o! :.hh tc.slo: .lnd (or) ot hers t':avc 
<::ono•.Jlad m• •• •n el(pe r t Cor- Aln~~•:lll~cc ln podorntn; :h h tAlk. 

I . Select t he resportee5 tt-. .3~ boot doo.;rib• yO\.Ir experience ser•li::g ae t'oeal poi !'It Cor 
c.d~!ni~tr~tive ~ctiVit1es ~1thln an o rgani :.:lt!on, 
A:tovora : 

1. I .11:1 t~.e initi.,_l point ot eo:-.:aet Cor adm!nictt'ati•Je oe rv icoG> i n t:;'{ 0%'9o.ni::~ticn 

2. J pr~·1!de 91Jid4ncc en .J=.inl.strattve pol1cies o.nd pr ocedur-e :a 

l. I ensur-e 4dmintstr.ltivo guid•l:. .. •• are t'ol lowed 

!1 . $elect- the ad:a irnnnnve dut ie& you h~ve pe r formed . 
Aa1wor•• 

1. Purcha• 1n9 ot!ie~ ~up?lic~ ~~d ~~i~ent-
2. M~king pur~hasos with~ corporate c redit e~rd 
), MaintAining Record~ ~n~gc~~nt •r•to~ 

4. Upd.llti!".g 'i"rou:kin'i! Syst eN 
S. Serv~ng as A timekeeper 
6. Re~ceting bu11Cing eervi~cc 
1. Xa.il ohippi;.g, receiv ing, a.nd dt~tr !.but.1on 

I. xa .. ~gi~g .,~ ~lcct.ronic calendar 

10. Do you po~oe~• ~ ~~~i09 &kill o! at le~:at 40 vord~ per oinvto ? 
Anav•r• l 
l. Ycc 

1 1 . fo~ each posit~on li~ted o~ your roauoo, did you incl ude the poeition title. company, 
~~l~ry, ~cekly hour6 wo~k~d. a~d yeur 4C't~~l beg~nning -~d ending d~te• o' e:ploj~nt? 

A.nawcr•l 
1. Yu 

12. Please lo~k ~t the quAli!icatio~ requirement s (both experience and/or educat ion! th.Jt 
a re etatcd in thi~ V4Cc.ney ~nounco~cnt-. Dooa your ro•~~c clearly cont~~n thio ln!orr~tio~ 

in o r der to dctorm~no you ue qual H'!ed to-r t~e ~sitlen? 

An• vor lt 

l . Ye.!l 

13. M:wc: yc:<.J r c:·deYed t~e '-'4Car.cy an.-.ou:tCCII':er.t • How t o A:;>ply • An<l reQ~Jircd doc.,.~nto 

acction to detormln~ vnac supple~nt.1l m4ter ia ! th~t y~~ ~'e provide? 
An•wer • • 

1 . Yes 

14 . Where did you l earn About this E;A ~oa i tio~1 

.a..n.a~•r•: 

ll . USA Job~ 1P~one/ iP~d Application 

Ruun 



Cinda t~e Di l lahunt 

Eovironmnota1 Protection Agency 
Al l Applicant Data Report 

Announceco.nt N~er : SSC· LV·201 5·0018 
Poaition Titlot Soerotary (OA) 

Staging Aroo Nucbor: SA· EPA-0001 

h<:Aihbility: .Job 1)'?c~ ;>e~ma.nent 

week Sehedule1 ~ll ·Ti~ 

Cc!ll.ad 10ciltion.5: "JS • 1;v • 1-!en~en:.c:n 

US • tN • t .. a 'leg:~::; 

llor k txp~ri!r.ee : tN D!'p.ut~:u:nt of Wel~are ' Soeal Servicea 
11/201¢ · Present 
S20 3oulder Highw~y 

s~l~ry: ~la,ooo.oo ~so ~cr Yc¥r 
Hendcroon, :N UO l.t U$ 

Heu:e per wcek 1 co 
Super:hor; T.ay W~ber (7~2 - .U£ - 12)01 

O~ay to co:-:t•c:.: thio Su~rvisor 1 Yeo: 

Mininucntlve A.s!li~tA.nt J 'l 

Cue M•n~gor tor !lEO:: Pt'og:a111 (flew £rnplOi'US ot Ueval!al, !n;3ge clicnto: in :<tOff p rogrv..: 
complcte/ up:b.te acu;;e:c;~:~cnt& ilnd peteonal respon~ibility pl~r.a:; ::.co:: parc1c 1pa:: 1on 

r~quir«~a:ent•. P'fO'.'idc :upport •orv~~o5 ol.nd pa:,'lllent=t t o client: ond prcvidor;. A.f1 i9n, 

a:-en~or "g'U!d• clar.t• in cou n t.oble t/£0:1 4Ct1v i~ i•.s .tnd ~&!let elant a in achieving ~elf· 
•~r !tc ie~~/ ~n~ ~~ea in ing o.ttabli•heO gcal c. ~.alyze o~:ec:DOn~c; • n d bArri •r• &~eutatelyJ 
Coopletod, dotormine, veriCi' an.:.i i n?ut aues::c!lentc., p•:•c~• l re•pon•!b1lity pla:-.s , "'or k 

aet~vitte• ~n~ ~ouro of p~rtielpation aeeura~ely. MOnitor ~nd determine cor.clliatlcn •~d 
t•~n•tion du~ to non coope:~tion ac nec•ssa~. ~~inta!n ease ~eeords. ro~te c~anges . 

sener.tto vritto~ ' ve:bai e ammun!ca:.iorH initiate reCernls , CW"EP. OJT and \'Olunteer 

ccont.r~cto . £f!iciently ~Ana;!! cue lo~d. rollo.,. policic; .Jnd proced•.:rCI. Oiseeotnot~ llar\l 
t o under e tand l~va, r~lo5 and r~guloltions a~d rel ay inf ormatio n to cc:ienta ~n torm; that 

•re easily t o underct~nd . t~rnpleto Gpecioll •s•i9~me~ts, ca~ntai~ pro!e~5ional an~ 
h~n~~oniou• roho;ionshtpe witt. c:li~n:..,. dh·h ion a::a!f ~nd tho p~o~blic. 

E&Q\U re G:oup 
0£/~014 · !1/lO~~ 

GJ) S ~th St Sulte 7 
Salary: $)0 , 000.00 USD Pc: YOA~ 
ws "'•gu. :r.t 6?101 us 
Moura pc~ v eek1 40 

S11p.or.•hor 1 t,.i::duy Stadtland~r (101-l!.; · 48:!$1) 

Ol<.ty t o contact t hh Sup~r .. :.:~or: 't"cG 

Database Y.anager 

Perlot'1!1 c l u:-.t: data tnanagtoent utilLt~ng l:l!,.lh,iplo 5o!tW'Ue progra:M. S'...Ch ,u Sal~ll Force , 



tnviron=antal Protec tion Agency 
All Applieant DAta Roport 

Announco.:aent tl\Q!)e r: SSC-tN - 2015·0018 
Potition Titl01 Socr otAry (OA) 

St•gin9 Arom Nwober: SA- EPA- 0001 

~Able App•. Quick aooks, Adobe. Kord. excel, t.: e r te ~ax •oft~•re , sncl~d~G9 error 
1dont~(1cAt1on{rcctific•tion. nc~ cntr!~a ~nd svl~:ple dAta ~nlpulatJons o~d pcr!o~ 
dutico rcl•tcd ~o el!cnto rc~irin9 ftr. to ac~ as ~egi~tcrcd ~cnt 

U.S ESIA 
04/2010 • OS/~Ol) 

t~OO Ponnsylva:uo hve fo"W 

salory; $f~.ooo.oo uso Pee Ye•t 
waenL~g~cn oe. oc 2oc~o us 
~our• per we~k: co 
&'or1•• • Olll 

Pay Phl"'l GS 

GUQe ! !0 

Su;orvtaors "1c~ae! !en~cr (202·SC4·ll2tJ 
Olc.ay to cont•c:t ':h!.e s·,~e:-vh~:~r• Yo• 

~c~uttvo Asaistont 
Acted •• COR and W~~. per!oracd ~• l J~ieon to: CMS, rotA, Hk, And ST ICS t acted a~ 
actenttt lc pol icy, rodoral Reglater snd congroe•ional cor:e•pond•nco editor, 
deaagnod/doveloped SOP~. pcr!orn~nco mea~u rea ~n~ cven;1 : •~ted •• Sh~p St~ward: 

odg,na:.cd calctnda:ing Ccr 2 cxocutivur s:~r!OrJU:d ;!ne:Acoping Cor H: and ree·d ved 
nun4tO~I ca~h ~ware~ . ~ plaq~e •~d • tlSO ott avard . all whi1• • ••!•:.ing Sr . EPA ot!lc1al• 
ar.C: Sc1cnt1stc. 

Bachelor •• ~egree 

M&)Or: CrtmtnAl JuJt~cc 
H tnor1 ~at in American Hictory 

Relsvar.t Cou~acwor~. L!ee~euce• and terttttc~tlo:.~ : 

Alao conplcttd 11 cred~ts tcw~rd ~•tcro ccgrcc . 
~ccetvcd aee~cate $C~~1•r•htp• throug~o~~ st~ie~ v~!lo VQrklng tull tlec at Assi!tar.t to 
Chtot or Poltcc. Served a• Ch•tr ot ~:~v Clasr1 ! 1c~ Sta!! rc~r.cl! r•pr•••r.t~ng •25 St•t• 
wortor• t eAt or. r.~%~:cus c~lttoe•t rocoive~ A~ust ~oll~tr Award and rres~~ S?Caker o! 
tt'.e Yur A.~.rard . 

Job Rol•ted Tra!n~ng; Microaott word Advan~e~ ~=•ini ng · ~014 

KICr"OIOrt !xce l Adoumced 1:-.tning • 20H 

;..oo(loro~ip ~k illa !or t:cn •Svp~rvhou • lC.ll 
~o~kplac• Contlic~ Reeognt%1n; •~d ftoapcnd~~9 to ccnfl1ct • 2012 
wo~ktnQ tt!eetlvely ~i:h Tc1bal Gov•rnme~t• lOll 
~~~~1 Dufin~•• Co~tr&e~l~g · 2012 
Ad,1nt•~r•t!ve O!!iccr TratniftV • lDtl 
J~lr~\plc• o~ Sctenei ! lc :r.tcgrtty • 1011 
CCk )2 K~ • 20!1 



Enviro~ental ProtGetion Agency 
All App licant Datn Report 

AnnounCOQGnt ~or: $SC~LV~2015~0018 
Po~ it ion Titlo : Socrotary (OA) 

Staging Are a Numbor: SA- EPA- 0001 

£PA Acquioi e icn Sy~t•~ ( IEASI 2011 
COR 8 Hll • 2\llO 

Pu:cha~e Ca~6 Tr~ inin9 - 20 10 
cybeuecu:tty A ... ·.srcne~s lOU. 2012, 2011, 20:.0. 2()0,, 2001 , 2007 , 2006 
£nterpr1Qo Content M&.nagem~t Si't:tem Tr.:~ini:.g 201) , 201Z, 2011. 20 10 . 2009. 2005 
L.J.s 'Jcg~o 91-Jminoew Continuity ?hn /.vor·eneGo 02/0!/':1"1 
St~te ot !lev.ada tl.emen:ary 'rc.,ching t.iconso 01/07/0l 
a.l~ic C~cnic~tionl Tra1~1n9 0 1/15/99 
C!v1l1o~ £mpl¢yoo Oriont•tic~ ~a Ve9aa ~et tcpolitan Pol i ce ll/12/S$ 
Typin9 Co:titicat ion 71 WPx l/~010 
Okh.hcm~ Cit)' &oc:.b in9 Lcuon5 Leaned 04/ lfi/9fi 

Lotuo No:es 7eehn1cAl U~c~ Ot/:1/95 
St~tc ot Nev&da Drug Ft"ee W'or~-phco 05/20/92 

Sto\tC of :;cv•d<l Eln.e:-.ts o! Su per-lieic:·n 04/27/92 

Re!erc~ceu : Michael Sendor cs:; 
US t~A 
S~pe~iaot<y ~~alyst/~entor 

~hono t:u~or: ~02-5H -Iiil9 

£3ai L Add~e•s : bcnder .~ich~ol~pa,gov 

P.etcr onco Typa : Professional 

9etty Jo Hiller CSll 
US EPA 
OAD T~avel C>i recto r 

:>hon• !:U~cn 202 -~U -&14! 

tm.:.il :.dd~u1 1 Mil:er.Be:ty;tep.,.go'.· 
Referenee Ti?o : Pro!o5t!onal 

J~Jie fit:p•t ric~ CS15 
us !?A 

Of f ica ot Science Advisor Risk Azoe:ozent Forum 
Phon.:: ! lUit.boTI 202•56"·4212 

tm.:.il ~drocc : fit:~~tric~.julie~epa .gov 

Ref e rence T)~et Pro!ecci~n.:~l 

S:ow:: Hopk inD 
US rp;. ~ rett :edt 
AFGE Vice Presi~ent 
P~.o r.e !lun-.l:ier : l02 • $77·HH· 

X~•il Addreee : HepOO<tO~i l.ccc:~ 

~e!crc~ce Type: P:ofcsuio~~l 
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Announcement Number: SSC·LV ·20 15·0018 

Document Name: SF-50 

Name: DILLAHUNT, CINDA 

Telephone 1: I 

Tclcphono 2: 

Email: 

AIOX: 970889 



lnvironmcntal Pr otoct ion Agency 
All ~pplieant Oa t o Ropor~ 

Announca=ont N~or : SSC•LV•2015-0018 
Po•itic~ Title: Secretary (OA) 

Staging Area Nu:bcr: SA·EPA· OOOl 

Haa.• • JClNJrn " rnrn: 
5SHI • • • • • • • 

HJDX 1 

Addr•aal1 
Addl'eaa'l 
Cit)"l ~. 

Sta t•• 
COUDtry1 Unltld Stat~5 

Poat Cod• • 
Pl\11 4 1 

~elephOft• 11 Meblle · 
EaaH 1 

United lta taa Cit1 :~: 

Vetar•n•• PrefereGCel 
~l1J.tary Service D• t • • (lt&rt of larvic• • l~d ot Sarv1ca) , 

&.ocatlonfa) Applied t01 l.a~ Vcg~oa , tN.US) 

o .. I Do~:u:sent Typo D••er.tptlo~ 

I S f•SO sr-s: 

1o'estn(y OUu s lgp • W t,upoe~~u 

~~t locAt!ces ~ Y4V w1ah to app:y toJ 
LU Vo9~ 1 . ::V lUS) 

What GraCe• do y~ vieh to •pply to? ,. 
Qudwa Rl 

Reli,nat1on 

tu.l:J•.t11i on 

u•LCAJ> 
,.,.,. 

1. OS· 01: 'ro trC!o :. t !\e O•JaH n eat ion• RcQ"Ui rcmonu Cor Sec:retary. OS· 01, 11e lee t th~ opt1on 
thAt boat dcs~ribo5 ycur ld~catlO~ a~d/cr expe•icnce b.ck9round1 
A.oawal'tl 

l. I have l YEAR OF S~SCIALI:r;D EXURiiUt't 1'\UlValent. t.O th• c;:;•O'J level 1n. Or rdat.ed t.O 
the work of nns ;::OSI';IO!l t.hat. prov1cScd tho spccteic: lt.nov1c4'3 ... a~Bh •~d •biH: iu t o 
pertoro auc:ceu.cu:ly t.h• 4\Jtiea oC TMI' POS:tt:o::. 

All Andu 

1. I have t~~ !o~lcw1ng e•~cricnce coordinating • ~~•gor· ~ or executiVe's calen~ar ~••d 
upon ~novle6gc ot progra~ prioritioe. 
Aaaw•l'l t 

1, Oote~inin9 •ppo~nt~~nt pr1ortt1o• 
l, Ap~rcvtng, recchodultn9, or re(Uiin? ~ppointment4, ~nd accepting or declini ng 
trwisuior:a 
J, ~~1ng ~rr~ngc~cnt ~ Cor o~~•r rcprelent4t.loo 
4, Coord1nac.tng ovcntc 1r.vc 1v1~9 p•rticipatio~ oC senior cxc~t1vea ~nd othe r ~~kc~otdel'a 

z. Selec:. the reapc~c• that ~CCI'lbe ycur exper1e~cc v tth coo~Jn~:.tng ~c:i:.g~. 
Aacv•r• • 



Envir onmenta l Protection Agoncy 
Al l Applicant Data Ropor t 

Announea~ont Numbe r: SSC-LV - 201 5 - 0018 
Posit i on Titlct Secretory {OA) 

Staging Area Nuober: SA· EPA-0001 

1. I h-v~ •rr•n9ed !or con.!erc~ec~ ~~~ mcc~ ir~~. inelu~ing ~~ing reaervatton• Cor 
eonfercn~;Q/ho.1r1ng rooeta, r.ot i!)•ing al l put.icipl)nt:oa. 
2 . l have atJ~abled b~~kgtour.d ~tor1al(&) !or tho ~eeting. 
l. ! h~vc ~n!o:-rr.cd Gt•Cl a:o:d ro:.loW"f!>d up on Ally !'~ire~ r-eporc.l:l o r oat.e dAle !rec. 
db•1a i ota a n d/0:' other of!ic:es os o ruult o! c:ommito•nts, D•d• at =•ecir:.gli, 

J. S~loct the r~spo~5es th4t rc!lcct your •xporic~co vorking with non tcchnic~l bu&incst 
coraspo:-.dence , 

l. ! have v:ittcn bua!r,e:~a: c:o rro5pcndoncc . .,..hilc •pplyin9 corr~spon~enc~ polietcs ar:.d 
proccduroG (or proper wrlttcn Cor~~~ 
l. ! have cditod bui inot s corresponde~ce, ~~i le applylr.9 corre~~oneence policiec a~d 
prc.cedurea Cor prot)er .... dttcr, fot'll'.at 
J. I h•v~ revie~~ bustneD~ corre~pondon~• id•ntifyin9 1nad~qu~cioa ~n fo~t. sr•~~dr, or 
conGtru~;t ion 1n accordance with accepted ~t~nd~rd~ 

•· Seleet the r~apo::co" th.;at ro!loct ycur exper1~r:ee "With corte!lpen~ence. 
A.'tawor•l 
l. t ~bvc controllod ~11 correaponden:e 
2. I h~vo determtn~d approprtnte ~utin9 incl~d1ng ~hat nee~a s~porvi&or•s personal 
att~:ntton 

l . I have Col lowed up to ons~r• tlce:y ect1on 
<. I have :e\•ie~ed all outgoing CQHCGPQndcncc for :.c•tnua, aecuracy, •d...,erence to Cormat 
4r.d 4Uper.'isor • a pcer.aonal e t y la 

S. I n~ve dr~!tod ncn·technic•l co:re1po::a~nc~ i~cl~dlng. but not li~itcd ouch ~ins~ ~~ 
peraon • l ac).n'!l·.,.ledgeoento, a<:copt.;ar,co )ott•r• 
Q, 1 h•ve produced related rep~:t~ an4 !ile2 

5. se:ec ~ t he resport~e# tt.4t rcflo;t yo~r experience ~akir.9 :ravel arr~ie~ento . 

A.n•werel 
1. 1 h~ve interpreted and applied tr&VOl ro9ulat ions 
2 . I ha.ve prepar-ed c.:.:wel !luth~r!:::~-.ions: !or ct•t! 
) . I ha.ve made etd! Lravel t"eeerv4:.ion.s In .t~r. ~UC.O!I'..,ted :oay~tcm 

'. I ho1• .. o pr<1pnod tr~vol vouehera 
5. 1 ha•.•e prep~ red roviovcd tr~vol ,_.ouc:hor4 !or .lCCUT-'C:Y 

&. from tho 1ht belo·.t, select the •ott"W• r~ .lpp11cat:.ons yo•.o are proUea:-.:. '>~i':.h ir, 
aecocpl!ehtng day - to· doy o!!ice !u~ction~ (pro!!eient ~~an~ y4u u~de~stond and ut1lite a 
fl'~jor pan or the IO!tw•:~·• cu:-.ct1ona11q.• an~ eapab111t1e•). 
M awerat 
2. M!croao!l Wo~d 
). ~icrccoft txcql 
4. Microsoft Powe.r~int 

$. Ml~ro~ott Accc;~ 
6 . E•ltlall ltUcro,o!t Outlook. LOtu:s !.Jete~. etc. ) 
o. Aord Pro.ccolli:-,g Sot':c.varo other thi»n Micro.:~o!t word 
9. Co~rf!tpon~enee Tracking Syctcm:s 
ll. 'i'r~vol :1~naser (or other .:r.utor.:• t od t:wvel ayete'IIJ 



Envirc ncental Protection Agoncy 
All Appl ic•nt Dato Report 

Announe•ment Nu=be r: SSC·LV~2015 ·0 0 18 
Pcaiticn Title: s ecretary (OA) 

Sta ging Are a Joru::.ber: SA· EPA·OOOl 

viei\cr• •nd prov1d1ng assfatan~o to vts!tO: £ (Q: ~n•s••• · 

.t.n•v•r•• 
~. Tht a tllk haa ~er. ~ ~cntral or ~joe part of at vork. I have p• rto~~d i t ~y#el t 

rovtin•ly, and I hav~ tra in~d other• 1n pertorm.nee or t~ia talk and (or) oth~rs ~ave 
contul t ed ne • • An expor~ for aaailt6n~e tn perfo~ir.g thit tatk. 

I , $t1•c;':. tl'.o r~apo:-.aes tha l be llt ducdbe yOOJr exper!.el'\C:e cecvlng u !oc:al poi r-.: fo r 
adminil~ rAttvo AC:tiVltie l ~1th1n an OTS I~: tltion , 

AJlJVItl l 
t . tam the 1~iCL41 point o ! co~:act tc r •d~l~!s:•~t ivo servtcta tn ~y org~r.t:at~on 
2 . 1 pr~vide ;u:dar.ce on a~1n1a:ratlYe pol ~el es ~~ proccdurca 
) , 1 en.~rc ade~niltratlve qu!dolteo• a ro tollc~~ 
' · : r~.tlnely per! orc ~ll~y • ••ur•nce •~dit• ~o ensu~e ~Y org~nlzatton 1• tol lowin~ 

pro~er • dztni , t:a;:ve pol1clel 1nd pr~•d~r• standa.rd5 

J , $clcc:t t ho Oldtt~!.n1stra.t tve d\ltlel yo·o~ have per!or.:-.cd. 
Anl"fll'l l 

1. PurChAs i~g o!f i c o supp1 1~• 6nd cqut?mt~t 
2. M~k ing p~rehases v i t h .., ~orporAto ercd 1t c:a:d 
J , ~a1nea1ning Reco rd.a rnor.~g•~ent sy1t ez 
4, Upd4t~~9 T:•~kin; Sya~em~ 
S. ~erv1n9 as ~ ~imokeeper 

1 , x..tl ttar:pir:.g, reee l·n. ~.g. •M dhtr!b·.:~!c.n 

1 . ~n~lng an • teet~on.tc C•lo~Aar 

10. Co vou poueu • ; Y?1ft9 akUl c r at hut 4\> ~:d1 per ~t~ln•o~u? ,., ........ , 

11 . For ••ch poa 1t1cn l i ated on yo~r tetume, did ye~ t nelude t ho po1it!on t~tlc . ~~p•ny, 

Jl l&ry. veck ly ho~rQ vor~ed, ~nd your ~c:tu~l beg inning and endi ng dAtes o[ employment ? 
A D ilollr'l t 

t. Yu 

12 . Pleuc look at the Q\101 ht1caeaon UQ'Jircaent• tbo:h u ·perhnce and/or etiuea. t:.o~l : hat. 
.Jtc 1ta~~a 1~ th.t s .,,a~4n:y •nn:~\lncut:t~. ceee ye•.:: r :e sc.r:.e cleuly ccnt1ln tt.! G in.forv.at 1oo. 
in order :c cct•~l~ yo~ a : e ~al:f:cd tor te~ ?OSlt10~7 
b . .... ... . 

1), Have you : evicwed t~.e v•c•!'\C)' ar.r.l)ur.cu -,er:.o: •How t o Apply' and r eq'.1irod doC\..,.tl t l 
••elton to dotero1n~ Vh4: supplem•nta 1 ~•ter1Al t hat you euet provtdo? 
An., . ... . 
1 . Yeo 

H . Wh1re d 1d yo•J: ! e4rn. • !:out thll Eti'A Poa l:. to:!? 
A,laWI I'I I 

~l . CIA ~ob• tP~n~/i 14d ~ppl~c•t ton 



au->a!• 

~ennl!c r J Teudt 

Mobile: 

~.Sl; 

Environmental Protection Agaocy 
All Applicaot Dato Roport 

Announcement Nucber: SSC- LV·201S·0018 
Ponition Titl•: Secrotary (OA) 

Staging Area l'Oumbor: S:A-EPA·OOOl 

eoun~ry o! Citit•nship : Unit~ State• 
\'~t~ra~a· Pre(erenee l 

Avllilab~!i~y: ,Job i)'J)C: Pcrm•nent 

'retlpo:-.ny 

7•nr. 
Det;lil 
~o~k Schedu le: ~~ll •Ti~ 

Polrt •TJ&'.e 

Shi!t ~oto:k 

I ntermittent 
.Iob St:<lr1r:.g 

D~alred 10<4~ions : :;s • t•v • cl.J:->c cou.nt y 
US • IN • t..le ve;aiS 

work &xp~r~~r.ee: eu~inc~~ M~n~gcmcnt tPA•. t~e. 

12/lOOG · Prcccnt 

SAlar y : 

Moure per ~¢C~; ~~ 
Supervi~o:- t 

Secretary 
Provide .adr.a!n t s tratt\'e slJj)por: !or A tmall •c::ovnting !!rm. Aaaist boo~kc•pero in ac:count!l 
p~y~ble ~o in: lud• pr•p•ring and r.~1n9 ~epos1tc, ~ntering CC charg~5. tneom1ng blllG •nd 
depoo!t!l into Ou!c~&oQk~ . rvnn!"g Cheek n•tail •nC Unp•id 5!11& OU ickeookc repor~• . ~n~ 

recone111ng credlt c•rd otat~ment~. h'!lis: CP~ i~ p~ep~rlng 4nd cubmittiog ~ax retu rn•. 
ln~a~diate knovledgo of Qutc:kBooks. Ot(ico Toole and L~c:erte. Tt~ing •P••d 5) ~v~. 

Alls:~tc firo Eqvip~•nt 
( 

Sal ary 1 
t..:l:l Veg••· ltv 89118·2816 US 

Hours per week : 4S 

O!!ice A1DiStAnt 



Env i r onmenta l Protection .Agoney 
All Appl ic~t Data Report 

Announcement Number: SSC·LV·201S· 0018 
Pos iti on Ti t l e1 Secretary (OA) 

Stoging Ar oa Numbe r : SA·EPA·OOOl 

~rov.:.d~ •dl"t.inist:r.st!ve ovppon for .1. tir e auppr~niCl:-. cQr.;p.any, Proceu il".'-'Oice• tor 
~~~nti rocon;ile ineomi~g check• to i nvoiceaJ diapatc~ ~ervlcc eol i a to tcehnicianc; 
pertotm. 'Jadous Accovntl it~cei•.•ablt!s d•Jt h ll : eecondlo credit card • t a t ement • : enttH' 
invoico info~tion en time a~ecto; ~int.a1n service log and eeporta . 

US food and Dr~g Adoln!ot:-a~ ion 

0 1/19!9 - OE/2~0C 

Sal~~; SS2,0J6.00 USD ~er Yo~ r 

v.f'S·JOO 

Hour& per ~o·eek : 45o 

SOdU 1 Olli 

~ay Pl~n : OS 

Grade; 9 

Secreta~ 10~•. Oll! 

?rovide adnir.i•tr~tive aupport to a mvlti ·diacip11nary setenti!ic organi:ation, of more 
tha~ llO eopleyeea , i n the .areas o! peeaonnol ~n•gement . prograo planning, 
a~m1n iGtration, !acllttie~. prcc~rtment, pro~rty ~n~gcr~r.~ . ~~ds•t •n4 other related 
areac in vhich Il 
S'JPt>Ott the O!!ic:e Director <OOJ end h1e. il'lmedhto nHC or 1.1 
Prcp5re a l l t!'-''.'Cl arran9etnc:'l.'l:o !or loc:.1l , domo•tic ar.d i:".~crr\aticn.al tnl'-'el a~ vell 110 
the r.eceaaary reimbuncn.r:nt p;~pcrvork and ena·.ne .sc~vr.:~cy of ~ll travol ror .adi'loercnce to 
exioc!ng rv lc~ . rcgulat10no ond !o~t b.a• ed on the ~cney•o cpeci!ication~: 

ovence the .,.o r k o~ !lvc oubordin..at e o!leer-eror iea lone of whic-h io loc~tcd in C\ica90) to 
enoure Ag•ncy, Center and O! ! i ce ? Olice• . procc:Guree an~ regu!atio~# 4re !ollowed and ~ork 

ia ACCU:'.'I':C ; 

ir~tin r:ew eecret .. nie~ on ,\genc:y 11r.d Center polic1e=s , proee:!ure,.. u,.e of cottv.1.ro pro;ram:l , 
agc:~c:y nc~vork 5yetco5 . ete. , .1nd co~tinv•lly provide thia train~~9 to c~rrent 
admtn:etr~ttvo •to:~ff J 

Developed and o.aint• i ned il track1r.g e;·•-:eo !or cecrct-'ri•l '-OO!'k within the OHic-o: 
Sorve es ~111eon between tu~rdin.:~~~ secretar1e5 , ~a~age~nt and $cn1or a~tr.istrAtto~ 
c\Jj)PQrt ata!!; 

S~rve ~ta th~ lc~vo M~l~tenance Clerk !or ~ir.e Ccnm~o; loned Co~p~ Otfico:• and Ofl iSt in 
drafting their D!lle :.c .-.n.d Civil !:tH'V1Ce po!iti OtiA deo!lc:dptlor.:a: 
Scr 1«1 "" ttme keeper !or Sl indiv:d•.J:.ls A:1d on~uro le.avc :-ecord1 •re correct Md up-to · 
d&t!!t 

Rout ~nely oa lnta~n a budget in cxco;o. of $6,,000 t o ord~r chemical • . eupp!i~a and 
equi pment !or l~boratory per~onne l ~nd cor-pu~er pcri~hor~le , h~r~~~rc, ;cft~aro ~nd 

suppliee Cor the ent1~c o!!icc: 
Aru:.gc public: r..cet1nge a.nd el'l!l.ure c.ceting n ·;~ticoo o1re pl:Mhhtd ~n the Fedor..tl Reglet er: 
Prepare yearly Per!o:-~Mnco t • .. ah.loHion Pian.J Cor th_o: immediate stt~!C o! :.he OOr 

Provide ~ vtdc r•nge o( managcmcn~ advt ~ory oorvicc~ 'o t ho OtCico involving perso~c i And 
~r•tntng, partieulc~ly intc~rot ing •ppl icabl e rulco. regulations . policies ~nd $tAnd~rd;; 
A:.:sict in dc\•• lopsont o! O!!iCe'!J cnnual tludgct roq\u:at •nd t:'o\Vt!l plAI'l; 
P:o· .. <.d• &dviee a.nd g-utd~ncc to th• O!!ke Dlcector 6:\d ueniot' .:~eaff in the !c~ticn of 
!undi:':9 :eque•ts: 



Environ=ento l P:otoetion Agoncy 
All Appli cant Data Roport 

AnnounCQ!!l.OOt Number: SSC- L'l- 201S · 0018 
Position Titlo: Scerotory (OA} 

S t aging Area Number : SA·EPA·OOO l 

COC'r.I•J.n1c:at~ Vlth 00, Dtvi~uon OtteC:tCI:-1:1 ..,nd ltnc ·rr..1 ::.:r.gu..e:'\~ c:onc:crn ing tho a ·,·aila.b!litj• ot: 

tunda .t~nd olddi:ional r.eeda. Aasiat :.he M Dinutrat:.ve Support. Speetal!.n in obtaining 
..,pprop: iate juatitic~tion~ ..,nd doc~•nta to QCCUCC ~dd1tion3l (u::~t 
Mon i t e r t r avel ph:-. t:ot' apeeH ic: tra..-~1 c:at~oriea ( regulatory 6~<1 non-re9uhtory tr.;r.vol. 

i nropoc:tio:'l .:..nd c i t <: ..- t:nt~. PCS tuv•l .;r,r,d t r~in ing) .,g;a inat •P-i:~rOved funding levc l.s . 
throughout the year: 

A~s!!t ~1 n1stcative Suppoct Spec:~.:r.l!~t i n completing rec:~i te¢nt p.., c:k..,go~. p:o~ticn 

roc:~~on~.;r,cions. r evis ions o! positton deeeript:.o~• . organt:at iO~AL ehar:c. and personne l 
AC:t 1cnst 

Deve l op O! Ciee Ad:n!.nictr..,c.ivc prcc:eduns .lnd prov!<lo .1dvice to r~~n.19Ct1 &nd u-ploycC$ t o 
rcaolve probleM a.nd and e)C~dtte tso:t!on..:s ir.vQol vl.r..g promotion.s, rc.:~uigrv~entn , cletcilc, 

e tc: . 

'JS Ail' Foree 4 H.:.ryl a.nd :.i r N.:r.t io::..:~l <;\! .:~:d 

10/1990 • ~0/20)0 

• 
s ••• __ , ,. ...... 

Ok .. _.- .... ,.,_, .. ... 

:-tiltt.:~.ry P:.y Technic:i..,n 
D'.ltii:a ; r.clu~ech proees•tng aet i•tc do.;c.y o r der-c ond p..,y doc..:mcnta: tor un i t t:.ain i r.g 

•~~c~l ie5: A.S$ist~ng onllcted .nd co~sstoned ~reo~nel in ee tti!yi~~ documents ~o 
receive Bade Allov.a:-tee Co: Cu.:.:te n . r u .il)· Housing Al101o1.anco, f.ll:'ity Stp.ara:;io:l 

Allcw.anc:•. &r.d various o ther ent1t l emenu. Pro!ictent i:-. t t:.e •.;ac o ! M·!.h. cr.d 9o::~ !or1!6perus . 

Compl eted addition~l t r.:~. in i~~ for . 3~4 ~Ali~!od .at , • e•a~1or •nd a l oad pl•nnor. 

Ob:al~ed I~C Seere~ Cle~t'Anc:e. Wigheat R.:~nk: St:.!{ Sorg•.,nt 

A~d~ticn&l Ir.fo:m.Jt ion : •• • • WILL ~VVE AT O+o'S EXPE!lS£. • ... 
Typi ng spocd: SJ W~M 
I~te~cdiote knowle~ge o r O! ~ic:c Tc:ola, L~c:erte and OY!ck 5ooka. 
~o~ina:•d to: A1~•~ or ~he ~~ek while ~ttendlng Tee~nieAl Sehool at Sheppard ~ir rorc4 
Gas• in Wichi~a f• l l, , T•x~a. 

tlomlna~ed !o: ld. tT.~an o! the Year wh!.lc e=:plo yc:d a t the llStt-. 1\.irlirt Squadro:"., !n t•sex, 

xa t')'land . 
R•c:•ive<d OutGtanding po:-form.lr.c:o :-:.ti ng : & tir..u a::tl txc:cllent. cne time. >dH l e e~:~plcyt"d At 
the US iDA. 
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Email: 

AprilS, 2016 



USAJobs · Job Announcement 

Secretary (OA) 
ENVIRONMENTAL PROTECTION AGENCY 
Agency Contact Information 

1 vacancy in the following location: 

Las Vegas, NV 

Work Schedule is Full-time - Permanent 

Opened Thursday 9/1 0/2015 
(208 day(s) ago) 

Closed Wednesday 9123/2015 
(195 day(s) ago) 

Salary Rango 

S43,823.00 to 556.974.00 I Per Year 

Series & Grade 

GS-0318-08/08 

Promotion Potential 

09 

Supervisory Status 

No 

Who May Apply 

You may apply if you: 

Page I of5 

1-Work in the commuting area of Las Vegas, NV as a current federal employee with 

competitive status: are reinstatement, non-competitive appointment, ICTAP or EPA 

CTAP eligible; or 

2-Live anywhere as: a preference eligible veteran or honorably discharged from the 

armed services after 3-years or more of continuous active service. 

h 11 ps:l/" ww. usoj o bs. go,./G e tJ o biV iew De to i ls/4 154 2 52 00 4/5/2016 



USAJobs · Job Announcement 

Control Number 

415425200 

Job Announcomont Number 

SSC-LV-2015-0018 

This job announcement has closed 

Print 

(https://www. usajobs.gov:443/GetJob/PrintPreview/415425200) 

Job Overvlow 

Summary 

About the Agency 

(https:lljobs.mgsapps.monster.comiopilfYacancy/preview.hms? 

orgld= 1 &jnum=59505l 

Pose 2 of5 

This position is located in Office of Adminilration and Resources ManagemenL 

Office of Adminitration and Resources Management-Cincinnati, Human 

Resources Management Division, Immediate Office, Las Vegas, NV. 

For more information on this office, visi t their website: 

http://www2.epa.gov/SlbQIJ\epa!about-office-administration-and-resources­

management-o!lrml/dn (http://www2,epa.gov/aboutepa/Slbout-office­

administration-and-resources-management-oarml/cinl 

Duties 

At the entry level of this position. you will: 

- Maintain divisiol\/office manager's calendar and schedule appointments. 

- Prepare outgoing correspondence, reports, studies. etc.· 

hnps://www.usajobs.gov/GcLiob/V icwDctails/4 15425200 415not6 



USA Jobs • Job Announcement 

- Make travel arrangements lor the division/office managers and staff. 

- Use office automation and web-based systems to provide administrative 

support and maintain recordkeeping responsibilities. 

- Provide training to division/office staff on administrative practices 

Page 3 ofS 

When entering a Federal job at a grade level lower than the highest promotion 

potential revel, you may be promoted to more complex duties and work more 

independently, as your career progresses. 

Travel Required 
• Not Required 

Relocation Authorized 
• No 

Job Requirements 

Additional Information 

How to Apply 

Required Documents 

This job announcement has closed 

Print 

(h ~ps:l/www. u sajobs. gov:443/GetJob/PrintPreview/415425200) 

hnps://www.u~jobs.gowGetJobiVie\\1IXtai ls/4 1 5425200 4/512016 



USA Jobs • Job Announe<ment 

Environmental Protection 
Agency 

Environmental Protection Agency 

Contact 

Suzanne O'Connell 

Phone: 702-798-2401 (tel://702-798-2401) 

Email: TeamVegas@epa.gov (mallto:TeamVegas@epa.gov) 

Address 

Environmental Protection Agency 

US Environmental Protection Agency 

Human Resources Management Division 

Las Vegas 
NV 
us 
Fax: 702-798-2433,:·, 

Return to top 

Pagc4 of5 

EEO Policy Statement (https:/lhelp.usajobs.govlindex.php/EEO_Policy_Statement) 1 

Reasonable Accommodation Policy Statement 

(https:/lhelp.usajobs.gov/index.php/Reasonable_Accommodation_Policy_Statament) 

1 Veterans Information (https:/lhelp.usajobs.govfindex.phpNeterans_lnformation) 1 

hnps://www.usojobs.sov/GctJob/ViewDeU>ils/415425200 415i20t6 



USi\Jobs ·lob Announcement 

Legal and Regulatory Guidance 

(https://help.usajobs.govflndex.php/Leg al_and _Regulatory_ Guidance) 

FOIA (httpJh\WN.opm govteto111) 

About Us (h1tP$:Ilhelp.ua.ajobs.Q-OVIIMex.pt\p/AbouLUs) 

USA.90v (htlp:llwww.us.A.oovl) 

Thlt Is a United St:ate-s Office qf P~!l9nm:l Mpntatment (http ltwww opm goy!) web$11e. 

Pogdof5 

USAJOBS i1 tho Federal Government's off:Col one-·stop souree fOt todefll jobs ond emplOyment informatiOtl. 

h 11 ps:l I ""'w. us~io bs. ~o viGetJ obiV i e wDct;J i lsl41 S 4 2 S 2 00 41512016 



Seeker- Vac.ancy - De toil Overview 

Vacancy Details 

About 

Announcement Number: 
.SSC·LV·2015·0CI18 

Hiring Agency: 
EnWonm..,t>l Plotectlon ~<ll<y 

Position Title: 
S.Vcwy (OA) 

Open Period: 
09/10{2015 - 09/2312015 

Series/Grade: 
GS - 031805 

Salary: 
~.;Jsn.oo • ss697•.oo 

Promotion Potenti:tl: 
GS-09 

Duty Locatlon(s): 
I In 
u.s veooa.s, uv, us 

For More Inro: 
.1 Svunne O'ConneU 
\, 702·798·2401\.. 
ED TtarnVecpsCe~.g<w 

http$:/~obs.mgsapps.monstcr.com'cp.lfv:tcancy/ptc:v icw.hms 

P>s< 1 of7 

4/S/2016 



Seeker· V3c:mcy • Ocuil Overview ras< 2 of? 

Overview 

Who May Apply: 
You rNy apply if you: 

l ·WOtk In the commuti~ treb Of LAs V~s.IN 4S .:1 cur~nt federal emplo',·~ with compet!U .. -e status; are rt!nstatemettt. 
noo-«>mpetith-e .:~ppolntment, tcrAP 01' fPA CTA? e4iQ~; Or 

Z·Lto~e anywhere .u: a prclercnce eUglble vetmn or bonotatlty ~rged fron the crmcd ~ cttcr 3-yt"-I'S or more 
of col'ltlnuous &Ctl~ ~rviel!. 

SectJrity Clearance Re-quired: 
Public TMt • B.Xk.Qround lnvf!Stigatlon 

Duration Appolntme,nt: 
Fltt'tr.bnent 

Marketing Stoltcment: 
E:ettl'l D.Jy 1'$ tv'U'f d.ly ~ EPA! Come help us~ the tnWonmer.t! Our dlvc~ workforce connects to more than Just a 
Wett·wt ~a common Polssfco to promo((' a dN~. l'lea:wtr tnvlronmm. Discover how exciting safe9ua.rd!ng Ot.tr 
1\bW.rS tes<xxtes lltld W.eafn.g l'lcman health an be. We ~ttntly rnnk .u one ot the top Fed«al agenOes In which to 

wori(, ~ gt"c.lt benefitS <:~nd work lle:d!IS11t5. f".nd VC\Irstit 1-t fPA. 

Summary: 
This !)OSition Is ~ted 11'1 OffiCe or Admlnltratlon and Rt$0\.liCCS M.sn~~ omco o4 Admlnltr.ltlon .3nd Resou'ces 
M.anagement-Cindt\.ti.)U, HurNn R.esoun:es M.Jn~t OMslon, ltnmedlatt Cfflc.e, lAs Vf9<1S. rN. 
For more IJiformatloo on thiS dftCC', *-'-1 th~r website: 

w.p;J {IVHV'I2.CW.90V{ aboottPilfabout ·otl'lce·o~ltlbtr.:~tlon·tlnd·rrsoo:rces-m.!ln~t -oum• dn- -~-_-..... 

Supervisory Posltion: 
Ho 

Relocation Authoriud: 
No 

Travel Required: 
NotR.eq\lrtd 

Key Requirements: 
You noun !.OU-bm~ ~me al'ld rtqi.ked documents(Su How to Appty) Poo!JtJon does not have port;able wort and stl.ect.et 
may not tt!.eworlc. U you a~ sele<tt'O, a l)re-tmplovrnttK b.lck9roc.tJ1d <hock Is rcqulrod. 

8!Ck to top 

hups:fljobs.mg.sopps.mons!cr.comlcp..V .. ·:~c-n.ncy/previcw.hms 4/512016 



Seeker- Vaconc:y - Detail Overview Pogc 3 of7 

Duties 

At the entry 1evel or this poSition, you will: 

1-l ~tv.a!n dlv\$1011/offl<e manager's cafend.!!r 8nd schedule appointments. 

- tr..e omcc autelNtlon :md .,.,'ebobaSed systems to provide adtninlstntl'-'~ SUP$X>rt and rMintain recordketplng 
responsibilities. 

Whe:n tntenng a F~ job a~ a Qnxle Seve! lower than U'le highest promotion poten:iallevel, you may be 
promoted to n-.ore compltx dutlt!S and '1\'0ri< moce Independently, as yoUI career pc-ogrcs~. 

S.d< to top 

hups:lfjobs.mssapps.mons-ter.comlepa/vJc-:mcy/pre\'icw.hms 4/512016 



Seeker - Voconcy - Detail 0\'trvicw Pase 4 of7 

Qualifications and Evaluations 

Education: 

Requirements: 
Thl$ I)OSIUOI"'I$ de~lgMled OS "'.odt1flte Rin and ~U!ft'S ll b.ld:9roond lrw~aboo. Unle:u ~1'1 &pproprl.)tc 0009r'CC.II')d 
lnvestlQ4tlon Is alrebC.'tf on tecord wl."' the omce ol Pcr',co.nc:l r~Noe:ment.. you must Ul'lder90 4 b.xkgcound lnvestiq4tJo(l. 

You mus1 mm time In ljlri!de ~utren'.etlts no later thai\ 30 calend.!r d!ys after the dosf~ dati! of~ announcement 

Evaluations: 
We wdl review your resume and reqlked documents to t119.1rt vou meet t."'e bMo< (i'.lalif!C4tl0t'l ttQulremet\U. Your tesurr.e 
must "ddrt'SS the knowledge. sldls, and abnles 11$ted In the Qua111"atlons SecUon. If you meet ba~lc qualification 
rcQu!~ments.. your app(icatiJo will be furt.her ev-aluated ba.s;:<l on your aMWetS to the on-!tne as~enL Yoor responses 
ttll:M on-- 11~ fS'Sd~ wm be vstd to musute tfle d~ree to which you.r background matches the r~ulterr..en~ frx the 
~tlon ~an Appnc.able ~ ass~<~n~. 

We uU compare 'tO'lt rt$1Jme ond ~pportlng clocur.ttnbtioo to your responses on ltu! assemnent qvfitlonn~!re. If you 
rate yoursd higher than 1$ ~td by your 4ClQI*.atlon m.)tf!Nb, your respoos.('$ rMf ~ lldjuitcd 'nd/oc yoy ~ be 
odx!ed from consl~ for this ;ob. We wl~ Mluat.e- yOur qualitca~~ er.d ciglbiiJty ISI'Id notify yOU If you~ 
minill'ICim quaUraUon ~Mients. 

NOT£: ·we 00 t'l(lt ttQulre ~ st~"'te stilterMnt respondlng to the compc~. also refeued to as Koo~~ Sldlts illld 
Abil.lies (KSAs}. ~r. yOUr rt$1.tne s.~d dt.)rty s.'low possession of these co~tcncies. 

Qualifications: 
You do not netd a dtgrtt to QU:Jiity tor th:S position. 
we .v~ looking lor at. lUst one year of ~b~ opcrience r~ to this position as descrbed below: 

To qualify for the GS-oa lcvd , 'rW Mtd to ti"V'I! O)t k'.lst OM! vtow- ol fu!l ~ expe~leoce deflntd as ex;Erience m~rQ.;. 
ca1eildar. OXlt'd:na,!fnQ metO'IQi Mel trMitrrano~. 411d d~ flllno systems lOt' ll Sl!nlor e:xecutl..-c. ~ce 
us/1'19 erro!l, wocd processlnQ, and/or spteo)ds~ 10 perform ad~Uve $U~ dvtle$ ond to moNtor/tlll(.k pt09re:ss 
d. ~fi'IINstr.Jtlon proc~ (such as electtonlc calcndM, COO'e$pond~«. U'nek.eep!ng, etc..}. 

Your 6nswtt1 ~o the on·lll'la a.s:stS:smC'!'It wiQ ~ u.s.td to ev3h .. ratl! your compgtndes In the folc:NMg 3n:~.u : t) Abilly to 
type 40 WOtds per minute; 2) AtittY to WOI1c <OIIabOrJtl'o'tiV with dMsiOn/otriet odmlnlstr.)tNf: SUJI'f: 3) S~llrl wrtnen 
conmunlcat!OO; 4) Kno~e or admlr.ts.ttN~Ye ~ e..n4 ~pie$; S) Skllln oral comm.v~: 6) AbU:y to use 
.md ~on web-based systems; and 7) Abi1J1:r to a~ Wiers on adrM!str&Uve pcoceOtxes and practk~. 

Bock to top 
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Benefits and Other Info 

Banoflts: 
Revltw our eener.u_ ,.. ___ --

Additional Oenc:nts: 
Join I!:PA n prottttinQ At.WT~an hearth aNt tile tnvlrotl~ 1/'ld cn)oy m3ny wen bfo qWIJlV options! Viortlfl9 fet d'le EPA 
ortKS V01J ~ com~ene.~ txntnu P3(bQa tNt lnCiuctes. In p.att. ~ vtcltJon, sick ru~. hOIId.lys, fll'e ~nee, hc.Jith 
btnrftts, ~nd p.utldpauon ltllhe Ftckral Employees Retirement System. To lind out n'Oft vM 
Bcnctits-----.---~ To )um mon.~ .,bout us, visit Ufe and ClrH~ at EPA,.... _ ___ _ 

Other lnform.1tlon: 
!PA o..trU:IP"tC'S In toVu'ty. E·Ven.fy b Jn ltUmet ~:SoN sys:tm operated by the ~t d HcmeLa"'d Se<\llttV (OMS) 

""-·-11>c Soci:l Scarty-(SSA) III>I mobles ooni<>;>.10<"o9 ........... co-v<Nyll>c 
~mer.t ~'l:y ot \beY nrwft twrd ~rtn. fot .odlkiNI kl!orm.1bon; h:t:rJfWNW,fl>l.90'1fat~~.te.-"d ---... ·· --
This lnf~ is 11s.ed to rk<:C'J11"11nc f01.1r Qua!lltlt1on.s for employment. The: II'"A 01 this lrJOII'NUon Is aa.Jd'lortl'~ under 
T<Ue S ~. S<aloos 3l02 •n<l 3361 . 

This POPtion Is not In the b.!lrga!nrno unlt. 

If you ore w:leaecl, ~. ~t.on. &I'd rtJoutlon c:a:pen.s.es '11\l not be ~ld by fPA. l.!'lf c~. tr&nS~tiOI't, and 
r«:Gtlcn expenw:s as.sod.lttd wlCh rrportltlrg to worll"' tN1 ~ wtl be p;r rf:U)On~ty. 

6od< to top 
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How to Apply 

How to Apply: 
You ate s~ encoura9ed to read the entire announcement befOte you submit '('Wt appllcaUOO for this position. 

To bt91n the ~l)p!btion process, dick the Apply Qn.lln~e button to the rioht on this scrten, follow the ptCI'I'iptS to log· 
INrc'Qisttt. s.ubmlt aU r~ ~::s. and complf!'tl!' ~ -'SSHsmtnt O.:t'Stlonnalre. To be cons!Oa'td, vou must 
subm.'t a comple<t ~ppUatlon po<ka9r by 11:59 PH E~sttrn time en tl'le ~no cl.lte ol this onnounctmtnt. 

II you Q(VIO( apply on-une, '(QU mu~ c~a the Hu!'Nn R~ otrtCe ~ed to the right lOt aUI5tanct no latet than 
three business days prior to tht!: dOSltiQ d~te of thiS anfiOuntement. You must provtde <O~ete appbtion materials 1:7( 

the d osing date o( this anneunc.ement. 

For ~!led lnsbvc'Uons to a ssist '/OJ In enS<Jt109 your .,~ pac~ Is rccclved, 90 to 
htti):/Jwww.el).).gO'J/c.a~../t'Vbl)t,h:.ml- ., ___ ..... ...,... 

Required Documents: 
Ooc\lments to be ~bmlt1~ Otl·lhe: 

·•Resume cic-!rty suMQ your experitne.e ref4tfd 10 lh~ 1>0Sitlot\ bS Oesc.ril>td In lhe DuUts Stctlon and Qua!lfbtlons 
R.equ\'cd ~- l n de..scribing your v:perlence, you need to be dea.r ! nd speclne. we m ay not make 
assumptions rrgardlr. .. g your Op4e-rfence.. 
- Respomes to the on·fii'IC ust'SSlrll!'lrt questionnaire. 
·.Yt'..e-r;,~a· Prrf'crcnco Documen:s • 00·214 Mcmt:cr " copy, VA l~tter, ;,nd Sf- 15, if llppllabl~; .aJvto dutY ml!itcry submit 
statement of ~ horn comrNI"'d~ otT-=er dc:IC'um~nQ Coates of ~ dut't .and eny (llf!\Nigtl mtdbts/ba6Qes:; lnduoe 
cMnKtcr or~. 

-()i$pl~ Fedcfal empl~ .:l\6cf ICTAP/CTAP • <:opy of Y'OI.JI' most rC'W'\~ perlorrn:u'ICt o.l)l)l'o.iU~ ptCOl ot diQibl!ity, and 
your most curter.t SF-50 noting position, g~de le'vd, tttnHt, e.nd duty ~tlon . 

--Current and Fonner F~ral Employees: You are requited to ~bmlt a uoancatlon of. ~nel Actioo (Sf. SO) ll'ldCUing 
yoor sta:\Js eUglbll ry. TWs SF-SO s.'lould lndude your Posttbn nlc, Pav Pli!ln, Occupo>tlonaJ Cock. ond Gr<>de oc lt'Ytl. U 
you a~ a ctrtrent tMlpor.~r(/trrm cmpl~c who previously held a stnus F~ernl position, you nee-d to $ubmlt )'01.11 SF-SO 
which shows your eligibility to be considered. 1f your tilglbi'11ty for cor.sider.~tlon a Met be d«cmln«<, yout appllut!On will 
b! rMtd ine1J9tlle. 
·<urrent EPA EmpCoy~: You are encoxaged to s.ut.mlt _, Notlration of Ptrsennel ActlOn (SF· SO). If you f~l to provi1e 
en srso. we wn oa:eu .,.our Federal ttnpiOyn'ltl'lt rtc:otds 1n t-OPF to vt11(y your er~ltli\~ to be CQnS!dcfcd. 11 't''OUI' 
eli91b1l ty fOt con~Jon c.an.not bt <Jettrmlncd, your epplbaon wal be rated ln.el)9itl!e. 
-If you arc amtng for e. ~l)etltlve ;)ppolr\t.-ner.t.. you11 need to Rbnlt addot!onal documt'tlts to pf'OYt' )'OUr dlg!bllit( 
to apply to lhlt vacanq ~t 1f you w!(ll to Jearn more about noncompetitr.-t ;,ppointmenU, viSit 0Pr-1'S web 
sl~: http://'fi'MV.opm.oov/emplay/~ent:s/fedhlrea.sot~~ ..... , __ ,.. .. _._...,.., _._ 

U you want to know~ Jbout wbmltt1"9 doeu~~Uon to our omce. visit f PA's wtb sit!': 
h«p:/fWNW,tC)o).WV/Wf:tfi/Mr>t.htrnl...,.,.._ ___ _ 

What to Expect Next: 
You can trade d'loe proqcM.S of )'OUt apptlaJtloo pac-.):2~ viol your USAJobs <Jccount. You will r«dve ~fl oekn0wled9en"letl~ 
from liSAJobs cN;t your submhsbn wM wcct!dul, o~ wt' tl~ r«civt'd yo~;r on--line OOCul)4tiot'.lll q1.1estlonnaltt, resume 
&rid 6/ti supporting docui'!'ICI'IUtSon. You will be 
noufled d. the status or your 1ppi~ via your~ .r.ccoont at'rer we cooduct 1: qviiUfatlon re'VIcw ol vovr comp~e 
application p.xkaQe. You wl!l be cootaard If further cvo1lu~tJon or lntri'W!ws all! required. MY ~oeratson ol your 
~tn«, fal~ stctemcnt;J, 01 a~l)!; to COt'lcul WOtmanotl may dkSquallfy you lor empbymtnt coosfderlltiorl. We 11\i'l 
Vff'ly all l rJOfl'l\ltlon vou p-ovlde [n your resume a.nd questbnn.alre responses, Woogh reftren«" Jnd)Ot b.ldtgrvund ~ 

hnps:l/jobs.mgs::t pps.monslcr.com/cp.Vvac Jnc y/prc \' iew .hm s 415120 16 
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ond[or venfi~tiOO of your education. u )'OU -'rt selt«tcc, )W wm be contacted petSONfi b'( the human rtsOUrces otrk:e 
posting tN.s armounutnel\t. 

Back to top 
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